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UNITED STATESDISTRICT COURT
WESTERN DISTRICT OF LOUISIANA
Electronic Filing Training for Attorneys

. Introduction of trainersand housekeeping matters

A. TRAINERS:

B. Materials Used for Training

>

>

>

Attorney Training Manual (see quick reference guide last 4 pages)
Administrative Procedures
Locd Rulesfor ECF

C. Class objectives: At the end of thisclass, attendees should be able to:

>

>
>
>

[ What isECF:

Prepare documents for filing electronicdly

File documents electronically

View documents in the electronic system

Determine how to file large documents, attachments and other documents such as
sealed motions

Determine who receives noti ce through the court's el ectronic sysem and who still
requires manual service for the certificate of service.

Understand rulesfor el ectronic signatures, noticing, retention of origina documents
What to do if you encounter problems when filing electronically

You may see our new system written as CM/ECF. The CM-side is a case management
system for the court. We have been using this since June 2004. Our case files became
totally electronic on February 1, 2005. ECF isan electronic casefiling system. ECF dlows
attorneysto electronically file pleadings. TheWestern District went " live" with e-filing
on April 1, 2005.

A. Benefitsof ECF: Moreconvenient method tofilewith thecourt. Standard attor ney
practice and judges preferences (i.e. scheduling orders, standing orders, individual
judge requirements) all remain the same.

1.

N

Remote access to case files 24 hours aday, 7 days aweek

May file until midnight (PLEASE NOTE: the document isfiled at the time of the
final submission; i.e., as of date and time on the Notice of Electronic Filing which
isyour ECF filing receipt)

Immediate creation of docket entriesinto the system by the attorney

Accessto instantly updated docket sheets and filings.

Automatic email notification to attorneys of case activity. Morethan one attorney
at afirm and even their staff can now receive electronic notice.

E-mail notification of al filings to attorneys registered to use the electronic case
filing system.

Reduction in mail, courier and copy fees

Elimination of fax or manual notices - you will now receive by e-mail.



C.

1

2.

3.
CHANGES
A.

ECF System Reguirements:

wWN P

o u

A personal computer running a standard platform such as Windows or Maclntosh.
An Internet service

Word processor such as Maclntosh or Windows-based versions of WordPerfect or
Word. Should be compatible with PDF (Portable Document Format)

Netscape Navigator 7.2 or Microsoft Internet Explorer 5.5 or above. (Do not use
a Netscape Version lower than 4.5. AOL’s version of Netscape is not
recommended.) Thejudiciary experiencestheleast amount of browser issueswhen
using Netscape; therefore, the court recommends (which is available as a free
download) the attorney try it. For instance, one problem is that sometimes with
Internet Explorer the back button feature does not always work properly. Even
though ECF may work with other browsers, those browsers may have other
unknown issues.

A way to create a PDF document. (See instructions - Section 11.C.3)

Adobe Acrobat Reader - to view PDF documents. It isafree download over the
Internet at www.adobe.com/products/acrobat/readstep2.html.

PACER account.

Optional: scanner may be needed for imaging documents which do not exist in
electronic format, such as: exhibits, affidavits, any documents you do not create.
Must scan your document in PDF format.

Attorney Requirements

Attorneys must be admitted to practice in the Western District of Louisiang;
Attorneys must complete an ECF training course to receive alogin and password.
The login and password becomes the attorney's original signature so the attorney
SHOULD attend training. However, training may be waived if:

a Y ou have received training in another didtrict or bankruptcy court;
b. Y ou have alogin and a password for filing in another court; or
C. Y ou agree to the User Name and Password Rules of the court and sign the

appropriate waiver form for your staff to attend in your place.
Attorneys must have a PACER account.

WHAT WILL NOT CHANGE:

1.

The way atorneys currently practicein the Western District. The judges
preferences (i.e. LOCAL RULES, SCHEDULING ORDERS, STANDING
ORDERS, NOTICES OF SETTINGS, INDIVIDUAL JUDGE
REQUIREMENTS - all remain the same)

Service of Complaint and Summonsis still governed under Federal Rule of
Civil Procedure 4.



COURTESY COPIES - If the assigned judge wants them, send them!

PAYMENT OF FEES - Payment of filing fees must be made to the Clerk of
Court ether in advance of thefiling or within 10 days of filing electronically. If
payment is not made within 10 days, the matter will be submitted to the Court to
be stricken. The Court does not accept payment by credit cards at thistime.

Fees are required for new suits (complaints or notices of removal), mations to
appear pro hac vice, and Notices of Appeal to the 5" Circuit.

For Notices of Appeal to the 5" Circuit, the appeals derk will send the atorney a
feeletter. The appeal will be processed without the payment - the 5" Circuit will
monitor the case for payment of the filing fee. If the fee is not paid, the 5"
Circuit may dismiss the appeal.

Motionsto Appear Pro Hac Vice will not be referred to the judge until payment
isreceived.

Western District of LA isNOT a mandatory electronic filing court. Paper
filings may still be made in our drop box, over the counter and through the mail.

The 3-day mailing rule gill applies even when filing eectronicaly.

A change of an attorney’s address - isthe attorney’s responsibility to notify
the court. The court will monitor e-mail bounce-backs to know if someoneis not
receiving their e-mails. If an e-mail address, physical address, or phone number
changes, make sure to update the court’s records by notifying the atorney
admissions clerk.

WHAT HAS CHANGED: SeelLocal Rules& Administrative Procedures

1

CORPORATE DISCLOSURE STATEMENT REQUIREMENTS:
LR5.6E& W and Fed.R.Civ.P.7.1 require that corporate parties file a statement
identifying dl of its parent corporations and any publicly traded company that
owns 10 percent or more of the party’ s stock, unless such filing is waived by the
presiding judge.

ELECTRONIC RECORDS:. Western District of LA case files becametotally
electronic on February 1, 2005. Individual paper records are no longer maintained
for each case. Originds are retained but are no longer in individual case records.

PRIVACY PROTECTION ACT: The E-Government Act of 2002 promotes
electronic access to case files while dso protecting personal privacy and other
legitimate interests. Under the Act, parties shall refrain from including, or shall
partially redact where inclusion is necessary, the following personal data
identifiers from all pleadings filed with the court, including exhibits thereto,
whether filed electronically or in paper, unless otherwise ordered by the Court:

3



Social Security numbers, use only last four digits;

Namesof minor children, use only the initials of the child;

Dates of birth, use only the year;

Financial accounts, use only the last 4 digits of the account number; and,
Home addr esses, use only the city and state.

Parties should also exercise caution when filing documents containing other
personal identifiers such as driver’s license number, medical records, treatment
and diagnosis, employment history, individual financial information, and
proprietary or trade secret information.

In compliance with the E-Government Act of 2002 (as amended August 2, 2004),
a party wishing to file adocument containing the personal dataidentifiers
specified above may:

a. File an unredacted version of the document under seal. This document
shall be retained by the court as part of the record. Or,

b. File aredacted version of the document and then file areference list
(called a“ Redaction Index”) under seal. The referencelist shall contain
the complete personal data identifier(s) and the redacted identifier(s) used
inits(their) place in thefiling. All references to the case to the redacted
identifiersincluded in the reference list will be construed to refer to the
corregponding complete persond data identifier. The referencelist is
automatically sealed, and may be amended as of right. It shall be retained
by the court as part of the record. (Select “ Other Documents,”
“Redaction Index (Sealed Pleading.” Remember that the certificate of
service needsto state that it was mailed to all parties/attor neys.)

Counsel who file documents that include personal identifiers may be
notified by the Clerk office of such filing. Counsd who have erroneously
filed a document with personal identifiers may file with the Court a
“Motion to Strike” the document and file a redacted copy in its place or
counsel may filea*“Motion to Sed” the document.

SOCIAL SECURITY CASES: Only attorneysthat are currently filing in the
case areableto view social security filings

Prior to November 1, criminal cases weretreated like Social Security Cases
and only those counsel of record were allowed to view pleadingsin the case.
Therefore criminal documentsfiled before November 1, 2004 can only be
viewed by the attorneys of record. Anyone can view criminal cases/pleadings
except those that are sealed by logging into PACER.



NO ORIGINAL SIGNATURES: “SIGNING” PLEADINGS: Pleadingsor
other documents dectronically filed shall indicate a signature by typing ¢
and the name of the attorney.

Sample" A"

s/Benjamin Franklin

Attorney’s Name and Bar Number
Attorney For (Plaintiff/Defendant)
Law Firm Name

Address

City, State, Zip Code

Phone: (XXX) XXX-XXXX

Fax: (XXX) XXX-XXXX

E-mail: XXX@XXX.XXX.

a. Login and Password: Thislogin cannot be changed. However,
passwords may be changed by contacting the court. Thereisan 8
character maximum for passwords. Remember that |ogins and passwords
are case sensitive.

b. What your Login and Password really means:

1.

Under FRCP 11, the attorney’s ECF login and password is now
their original signature. Be careful! The Court recommends that
only the attorney useit. The system extracts the information
contained in the database for that attorney and attributes that
information to the entry and to the docket sheet.

2. If an attorney shares their password with a paralegal or secretary,
they should realize that if someone dse uses that login and
password, they arein effect “signing” that document for the
atorney.

3. Change passwords periodically by calling or writingto the
court. If an employee that has access to an attorney’slogin and
password leaves the firm, the court recommends that the atorney
change their password immediately.

4, A PACER login and password is hecessary to query and run
reports. Thislogin and password is different from the court issued
ECF login and password. Contact PACER for these
logins/passwords.

C. MULTIPLE SIGNATURESJOINT FILINGS: Documents requiring
signatures of more than one party/attorney must be electronically filed
either by:

1 submitting a scanned document containing all necessary signatures,

2. indicating the consent of the parties who did not sign the

document; (put it in document somewhere obvious) or,



3. submitting alist of the parties who did not sign the document
whom user has contacted and who have agreed to submit an
endorsement no later than three business days after the filing. (See
L R5.7.08W)

RETENTION REQUIREMENTS: Documents which must contain original
signatures or which require either verification, or an unsworn declaration under
any rule or statute, shall be filed electronically with originally executed copies
maintained by the filer until one year after all time periods for appea have
expired. See LR5.7.07W

NO FILE STAMPS=NOTICE OF ELECTRONIC FILING (NEF) - A
“Notice of Electronic Filing”, or “NEF” for short, isthe ECF filing recept. When
aparty files a document electronically, this receipt is generated confirming that
ECF has registered the transaction and now the pleading is an official court
document. This page is equivalent to afile stamp.

The NEF actually displays the date and time of the transaction and the number
that was assigned to the document; a hyperlink to the document, an encrypted file
stamp for each “part” of thefiling; list of those who are to receive notice of this
document and whether it is to be received electronically through ECF or by some
other means.

NOTE: Some judges are now entering text only orders. These orders are an
entry on the docket sheet without atraditional scanned order attached. A NEF
generates for these orders and is e-mailed, faxed or printed and mailed to all
parties. Thereisno document attached to these entries. If an attorney receives
this NEF viaemail there will be no hyperlink to a document.

Service Via the NEF: ECF will e-mail the NEF to al attorneys in the case who
have received their ECF login and password. The Court encourages the atorneys
to print and/or save the NEF on the hard drive of their computer. The ECF filing
report also displays the names and addresses of individuals who will not be
electronically notified of thefiling. ***NOTE: It isthefiler’ sresponsibility to
serve hard copies of the pleadings along with a copy of the NEF to attor neys
and partieswho are not set up for dectronic notification or to all

attor neys/parties when submitting a sealed filing.

SERVICE of documents after the complaint comes under Federal Rule Civil
Procedure 5. Whenever adocument isfiled electronically, the System generated
“Notice of Electronic Filing” (NEF) is sent to thefiling party and any other party
who has consented to receive notice by electronic means. A NEF sent to a party
who has consented to receive electronic notice satisfies the requirement of notice
under Fed.R.Civ.P. 5and 77(d). SEALED PLEADINGS, SEALED EVENTS,
AND SEALED MOTIONSWILL NOT NOTICE TO ANYONE. All parties
will receive the NEF, but will not be able to view the document. Itisthefiler's
responsibility to print the NEF and manually send a copy of the SEALED
document to all parties.



Sample"B"

CERTIFICATE OF SERVICE (See back of Administrative Proceduresfor
examples) The certificate of service needsto reflect the service information
found in the NEF. To determine who receives electronic notice and who does
not when preparing the certificate of service, go to: Utilities, Mailings,
Mailing Info for a Case.

Example: If an attorney consents to service in a case and the opposing counsel
also consents, the system sends a copy of the filing via the NEF to opposing
counsel. The attorney submitting the filing must still provide a certificate of
service that states that notice was provided through the court’ s electronic filing
system. For those parties/attorneys requiring service through the mail, the filing
party must send paper copies of the filings to those parties/attorneys, along with a
copy of the NEF.

| hereby certify that on[date], a copy of the foregoing [name of document] was filed electronically with
the Clerk of Court using the CM/ECF system. Notice of thisfiling will be sent to

by operation of the court’s dectronic filing system. | also certify that |

have mailed by United States Postal Service thisfiling to the following non-CM/ECF participants:

10.

g

Attorney’ s Name and Bar Number
Attorney For (Plaintiff/Defendant)
Law Firm Name

Address

City, State, Zip Code

Phone: (XXX) XXX-XXXX

Fax: (XXX) XXX-XXXX

E-mail; XXX@XXX.XXX

Quality control by Clerk’s Office: Every document filed into the ECF system by
an attorney will be reviewed by the clerk’ s office staff for accuracy and to make
sure the correct PDF document is attached. Attorneys may be contacted by the
clerk’s office staff if something gppearsto beincorrect. A Notice of Deficiency or
aNotice of Corrective Action may also be issued.

Deficiencies
Deficient documents are those that do not comply with the Uniform Louisiana
Local Rules, the Federal Rules of Civil Procedure or the standard operating

procedures of the Clerk office.

M essage Boxes. While navigating through ECF, message boxes appear reminding
attorneys of Local Rule Requirements or of possible future court action.



Green boxes: Reminders of local rule requirements. (Example: Motion for
Summary Judgment needs a statement of material facts.)

Pursuant to LES6. 1, a motion for summary judgment requires a separate, short and concise
statement of the material facts in this case.

The staternent of matenal facts may be submitted as an attachment to this filing,

Y ellow boxes: |dentify actions that the clerk’ s office may take in response

to the filing. (Example: The court will set a motion on the judge’ s motion
calendar.)

A notice shall 1ssue by the court setting thiz matter before the appropriate judicial officer. Al
counsel will be notified of the sethng m due course.

When afiling is made, it appears on the docket sheet. The clerk’ s office reviews
each filing for compliance. If a deficiency isidentified, the derk’s office will
make the following notation in all caps at the beginning of the entry on the docket

sheet: “DEFICIENT ?”. The Clerk’s office will then issue and docket a*“Notice
of Deficiency” whichissent to all attorneys of record in the case.

1071172005 ‘ @4z

DEFICIENT? MOTION for D Patrick Daniel It to Enroll as A dditional Counsel by Lawrer
Eebardi, 11, Whidden, O (Entered: 1011420057

The attorney who filed the deficient document will be instructed to submit a

" Corrective Document." The attorney titles the document for what it is,
identifying it asa" Corrective Document.”

Sample" C"
Statement of Material Facts
(Corrective Document)

The attorney will file this as a Corrective Document by selecting that event under
"Other Documents.”

Other Documents

Afficawit
Armended Document (NOT Mation)
Application for Writ
Bill af Casts
Congentto Remowval
Caorporate Disclosure Statement

:Qorredlve roument )]

Financial Afficlanit



Upon correction, the “DEFICIENT ?’ notation will be removed from the original
entry. | f an attorney has questions concer ning this process or deficienciesin
general, they may call the Help Desk at 1 (866) 323-1101.

If the attorney does not file the corrective document within the time limits
provided in the Notice of Deficiency, the deficient filing will be submitted to the
court and may be stricken from the record.

V. E-MAIL ADDRESSES:

A.

FILING COMPLAINTS, SUMMONSESAND CIVIL COVERSHEETS: Atthis

time, attorneys cannot file origina complaints directly through ECF. However, atorneys
may be able to file original complaintsin afuture version of ECF. The clerk’s office still
needs to assign the case number, the judges, etc. and input the suit into the system before
e-filing can begin. Complaints and Notices of Remova may be filed by:

1.

2.

Paper - over the counter or by mail;

Disc - with the document saved in PDF format which will be downloaded into the
court’s system and then the disc will be returned to thefiler.

PDF attachment to an e-mail to the following court e-mail address:
lawdml_complaints@lawd.uscourts.gov

Thefiling party will be notified that the transaction has been completed when
they receive the “ Notice of Electronic Filing.” NOTE: The complaint isfiled
as of the date of the email, not the datetheclerk entersit into the system -
the NEF will reflect both dates sinceit will be entered by a court user.

The clerk’s office will print the summons form, then sign and sed it. The original

will either be mailed back to the attorney or placed at the front counter for pickup.
A copy of the summons will aso be docketed by the clerk’s office in the record as
evidence that summons has been issued.

Proposed Orders: In addition to providing the PDF order when filing motions, attorneys
may also forward a WordPerfect or Word version of the order by e-mail to the clerk’s
officefor the convenience of the judge to the following e-mail address:

lawdml_proposedor der s@lawd.uscour ts.gov

The Clerk’s office will forward it to the appropriate judicial officer. The judge
may then make any necessary changes and electronically sign the order.

Consentsto Proceed Beforethe Magistrate Judge may still be submitted in paper form
or they may be e-mailed to:

lawdml_consents@Ilawd.uscourts.gov



Consents are not to be filed in the record by the parties. If al the parties do
consent, the clerk’s office will docket all of the consent forms at the same time.
(DO NOT ATTEMPT TO ELECTRONICALLY FILE CONSENTSDIRECTLY
INTO A CASE. THERE ISNO EVENT TO ALLOW THISFILING.)

Rule 26(f) Reports in aLafayette Division case may submit their proposed Rule 26(f)
Report, in PDF format, along with the proposed Order, in word processing format,
allowing same, to the appropriate Magistrate Judge's address:
hill_order s@lawd.uscourts.gov
methvin_order s@lawd.uscour ts.gov
Emergency E-mail address. A party who is unableto electronically file a document on
the court’ s ECF site due to problems with the court’ s system, may send the document to
the following emergency e-mail address:
lawdml_emer gencyfiling@lawd.uscourts.gov
Thise-mail addressshall only be used when thefiler isunableto file because

of problemswith the court’s electronic casefiling site!  Thedocument will be
filed as of thedate of thefiler's e-mail.

Technical Failuresin General. The clerk’s office shall deem the Western
District’s ECF siteto be subject to atechnical failure on any given day if the siteis
unable to accept filings continuously or intermittently over the course of any
period of time that day. Known system outages will be posted on the website if
possible. A party whose filing is made untimely as the result of atechnical failure
of the court’s ECF site may seek appropriate relief from the court. Theclerk’s
officeis able to track whether therewasa problem.

Theseissues are not consider ed technical failures: problems on thefiler’s end
such as phone line problems, problems with the filer’s Internet Service Provider
(ISP) or hardware/software problems, etc. Problemson thefiler’send WILL
NOT excusean untimdy filing!! A filer who cannot file a document
electronically because of a problem on their end must filethedocument in
paper form over the counter or in the drop box.

How doesafiler know if thereisa problem with the court and not with their
equipment or services? Try going to another e-mail address. Try another
page on thesame site. Try adifferent browser - thecourt hashad the most
success with Netscape 7.2. If other sitesare ableto be viewed, check the
court’s websiteto seeif a notice of technical problem has been posted.

Criminal Charging instruments. The U.S. Attorney’s office sends these to the
following e-mail address:

lawdml_criminal @lawd.uscourts.gov
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V. CREATING A DOCUMENT TO FILE ELECTRONICALLY -

A.

-main

Create filingsusing a wor d processing system (such as WordPerfect or Word). WHEN
THE DOCUMENT ISFINALIZED, Instead of printing it and signing it, the attorney
now “signs’ the filing by typing &/ and their name wherever asignatureis required -
including the certificate of service. (The name on the signature linemust match theid
of thefiler). SAVE THE DOCUMENT IN WORD PROCESSING FORMAT, THEN
PUBLISH TO PDF.

The Western District requires that any filing that contans attachments be broken out into
“parts.” (For example: motions should dways be more than one part. Briefs, orders,
exhibits, affidavits, statement of facts, proposed pleadings, etc. are considered separae
parts). Documents with more than one “part” should be broken out into separate PDF' s
accordingly.

For example, the motion for summary judgment would be the main document and the
other “parts’ filed as attachments to this motion - are the memorandum in support,
statement of material facts, exhibits.

| L e DINLINLL AN G2 L B as TO A Taly o SEETON. |BEEVES, L) L ENIENEd LUars LU )

document 21"'-|I\«'.[O'I'I'C)I'T for Summary Judgment by Quiclie Cluclie Inc. (Attachmentsi# ] Memorandum
I// Brief # 2 Statement of material facts # 3 Exhibits)(aty, Tram1) (E; T4 04/2005)

-
5 | NOTICE of Motion T thout ojél\ar Tarding 4 WMOTION for Summary Judgn
Iotion day zet for /672005 ‘WP"“E Howneabla & Wanee Hicks. (crt, Eeeves, T) (Entered:

AR AR TaTa oy Clr‘TS

A certificate of serviceis not considered a separate part - it should be the last page of the
main document and/or any other attachments that require a certificate of service.

Why break this down into small sections/attachments?

1 ECF has a2 megabyte limit per PDF or “part.” If adocument, attachment or
exhibit islarger than 2 megabytes, an error message will be displayed and the filer
will not be allowed to complete the transaction. (2 MB translates to
approximately 30 pages depending on the document and the way it is formatted to
PDF. The resolution setting on a scanned pleading may affect the
size/megabytes.)

**Note: Electronic signaturesincrease the size of documents and may
increase thefile size of a small document to be more than the 2 megabyte

limit.

2. Chambers and attorneys can easily find what they arelooking for.
(Hyperlinks are created for each “part” and the “parts’ may be retrieved
individually.)

3. It takeslesstimetofile, open or print asmaller filethan it doesa larger file.
If afiling is divided into smaller PDF's, it can be filed, opened and/or printed
much faster.
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Certain attachments may not be created by an attorney’s office (such as
exhibits, affidavits, etc.) For uniformity in filings, they will always be submitted
as separate PDF s regardless of how they were generated. The* Category”/list of
attachments are:

[blank]

Affidavit

Affidavit of understanding

Agreement to abandon property

Appendix

Attachmentsto scheduling or der

Certificate of good sanding

Certificate regarding effortsto resolve (LR 37.1)

Civil cover sheet

Elements of offense

Exhibits

Factual basisfor guilty plea

Memor andum/Brief

Miscellaneous state court pleadings

Notice of manual attachments

Proposed pleading

Statement of material facts

Text of proposed order

Attachments mug be named! Please use either thedrop down menu or the
description field, but not both. Leave the “ Category” list blank to enter a
description.

2 At wour ophion, select a document category, enter a description, and select a type.
Category Diescription

L. =l

lze either Category or Descriptio-
DO MNOT uze bath

Filing Large Exhibitsand Attachments

a. In General: Attachmentsand exhibits may be filed electronically.
Attachments and exhibits that total 50 pages or less may be scanned.
Larger exhibits will be maintained in paper form by the derk’s office.
When filing a document, browse to select a PDF document. If thereisan
attachment, select “yes’ at the prompt which will bring up an attachment
screen.

browse to select POF document

Zelect the pdf document (for exarmnple: CA9%cvau iz 2 | pat).
Filename /

| Browss... |

Attachments to Docmnent: © Mo ) Tes

select "es" for aftachments ar "parts"

 —
to the document
Mt Clear |
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#1 - Attach the PDF document.

2. #2 - Name the attachment by either selecting an item from the
“Category” drop down menu or text in the name of the attachment
in the “Description” field.

3. #3 - Select “Add To List”; or, if anincorrect PDF was attached,

select “Remove From List”.

Lo

Select one or more attachients.
Enter the pdf document that contains attachment (for example: Clappendoz pdf),

Filename

|| Browse... |

@At your option, select a document category, enter a description, and select a type.

Category Descaption

|
é.&dd the filename to the list box below. If vou have more attachments, go back to Step 1. When the bst of filenames is
click on the MNext button.

Add to List |
Femowe from List
= |

MNexdt |
i3 F =

Repeat steps #1-3 for additional attachments. When all attachments have
been added, select “Next” to continue with the filing.

b. Exhibitsthat Total Morethan 50 pages: Clerk’s office procedure is that
exhibits containing more than 50 pages are NOT scanned. If the exhibits
are more than 50 pages, attach a“Notice of Manud Attachment.” (This
document should be a PDF attachment to the filing with a copy to be
submitted with the paper exhibits. It should include the caption, case
number, name of filing, date filed, number of volumes of attachments,
document number, and the name of thefiler.)

Attachments that cannot be scanned MUST be filed with the clerk by using
an “ldentification of Manual Attachment”, i.e. physical evidence and
oversized exhibits. These itemswill be maintained by the court.

All manual filings must be served upon all parties/counsel of record.

Thenext step after saving a document in aword processing system isto convert it to
a PDF document.

Once the document is finalized, signed with the “S/” and saved in aword processing
system, it will then need to be converted it to aPDF file. Only PDF documents may be
submitted through ECF. PDF files are compact, they maintain the content, layout, and
formatting of theorigind file. They cannot be tampered with. Once it has been saved as a
PDF, it can no longer be edited.
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There are many different ways to convert adocument into PDF. For answers to questions
about PDF's, visit the following website: www.pdfzone.com.

Variouswaysto convert to PDF include:

1.

2.

Adobe PDF Acrobat Writer (Adobe Acrobat Writer costs about $260.)
Scanner - Attorneyswill find the need to use a scanner when they have exhibits,
affidavits, returns of service, etc. Some copy machines can also convert
documentsto PDF's.

Word (the latest version)

WordPerfect (9.0 and above)

There are also companiesthat can handle large scanning jobs. Check with
local copy companies.

VI. FILING DOCUMENTSELECTRONICALLY

A. CIVIL -Select Civil to electronically file al civil case pleadings, motions and other court
documents. i s ser s s s s s

1.

Q0009

0, 45 Home MNetscape CL Search | %% Customize...

) Netscape ~  [Enter 5o iR, = « ? Fom Fill =

EE F . Criminal « Query -« Reports Utilities

Initial Pleadings and Service:

Initial Pleadings and Service
Complaints and Other Inhating Documents
service of Process

Answers to Complaints

Other Answers

a. Complaint: Filing a complaint isnot an option at thistime. It will be

offered in afutureversion.

Also, please note, that amended complaints may only befiled if no
response has been filed or 20 days has not passed. |f a response has
been filed or 20 days have passed, a motion to amend/correct must be
filed.
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b. SERVICE OF PROCESS: always usereturnsof service or waiver of
servicewhen serviceis properly executed. For returns, select the
proper return for the defendant served - i.e., aregular defendant, the
USA, or social security to establish the correct answer deadline.

Service of Complaint and Summonsis still governed under Federal Rule
of Civil Procedure4. No changes!

BE SURE THAT YOU READ EVERY SCREEN - Thereare built in
messages to the attorneys and court users to assist you.

1) How to filea" Summons Returned Executed.”

.. . Service of Process
> Go to Civil, and select Service of Process

Acknowledgment of Service A

> Select the appropriate “Summonsreturned  fidavit of Service
executed” and click "Next". Please notethere qoinoae ofsenice

Reguest far Waiver of Service

are three different Returns. Each oncehasa ~ =@rvice by Publication

Summons Returned Executed - 20 days

different background function soitis Surnmons Returned Executed as to UsaA_ 30 d%}/s
) Summaons Returned Executed as to USA (Social Security)_ f=Ta] dqys
important to choose correctly.
REFY Clear |
> Type case number and
click " Next Service of Process
Case Number
IDE-BD” Q0.12345, 1:89. 0w 12345, 199 cw-12345, 990wl 2345, or 19912345
R[=s | Clear |
> verify correct case Service of Process

5:05-cw-00601-SWH-MLH Quickie Chiclie Inc v. Sexton

Clear |
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Attach PDF - Browse, find correct drive, pick document, right click, open to verify PDF
(LOOK FORDATE SERVED), then“close”, and “open” again to paste it); There are no
attachments; so click "next"

Service of Process:
505-cy-00601-ShH-MLH Quickie Chickie Inc v. Sexton

Select the pdf document (for example: CA9%cvd01-21 pdf). Click here to browse for your

Filename main document
I Browse. §

Attachments to Document: ™ No 0 Ves This area is reserved for attachments to

the main document
[t | Clear |

Select thefiler (plaintiff) then click " next" ~ Service of Process:
5:05-cv-00601-SMH-MLH Quickie Chickie Inc v. Sexton

Select the filer.

Select the Party:

iQuickie Chickie Inc [Flaintiff] | AddiCreate New Party
Sexton, Gary S [Defendani]

Select party served (defendant); Next TR G OREEERe o
5:05-cv-09999-SMH-MLH Quickie Chickie Inc v. Sexton

Select the party SERVED

Select the Party:

AddiCreate New Party

Cuickie Chickie Inc [Flaintiff]
:Sexton. Gary S [Defendant]

Service of Process:
5:05-0v-00601-SMH-MLH Quickie Chickis Ing v. Sexton

Enter the date served, then TAB.
The answer due date will
calcul ate automatical |y, then Enter date served and date answer is due

Party Clamm

Date served Date answer due

RI= | Clear |
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2)

Service of Process:
5:05-cv-00601-ShiH-MLH Quickie Chickie Inc v. Sexton

Verify the case, click
NEXT

The next screen isyour final opportunity to verify the accuracy of your filing. Clicking the
next button =*Submit” to ECF. Once you click "NEXT" your filingis complete and itis
immediately available on the docket sheet. VERIFY YOUR INFORMATION

Service of Process:
5:05-cv-00601-5MH-MLH Quickie Chickie Incv. Sexdon

Docket Text: Final Text

SUMMONS Returned Executed by Gary S Sexton. Gary S Sexton served on
211012005, answer due 3/2/2005. (aty, Train59, Shreveport)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no
further opportunity to modify this transaction if you contimue.

Clear |

Onceyou dick the NEXT button, DO NOT continue on to another filing or logout until you
receive the NEF (Notice of Electronic Filing)

Attorney must hold the ORIGINAL document in accordance with the Local Rules and the court
will never have the original.

The NEF
. Encrypted electronic file stamp assures a secure document.
. Page is equivalent to afile stamp, shdl include when noticing by mail

C. ANSWER TO COMPLAINTS: To answer any complaint, including
Petitionsfor Writ of Habeas Cor pus, Social Security Complaints,
Intervenor Complaints, Cross Claims, Counterclaims, Third Party
Complaints, etc.

. How to filean answer:

. .. . Civil Events
Click Civil - Choose Answer to complaint.

Initial Pleadings and Service
Complamts and Other Titiating Documents
service of Process
Answers to Complamts
Dther Answers
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Answers to Complaints

Enter case number, then NEXT

Case Number
IUE-EU'Il 09-12345, 1:99-cvw-12345, 1-99-cv-12345, 99cvw12345, or 1.99cv12345
Mext Clear
2 step screen
> Verify Case number. Answers to Complaints
> Select filer. [ READ the
SCREEN] then NEXT O 00 1 0 e (e e o el First - verify case
Select the filer. ————————————  corond - Select

the filer

Select the Party:

4| Add/Create Mew Party

Sextan, Gany 3 [Defendant]

INext | Clear |

The party/dtorney association screen appears ONLY on your first appearance for that party, in
that capacity. Check the box to the left to make the association. On the right, the system
defaults to a check mark for Notice. If you arelead counsel, check the box for Lead. When
complete, click NEXT

Answers to Complaints
5:05-cv-00601-ShH-MLH Quickis Chickie Inc v. Sexton

The following attorney/party associations do not exist for this case. Check this bU_X OMNLY if you are
Please check which aszociations should be created for this case: lead counsel in the cose

[ Gary 5 Seston (pty:dft) represented by Shreveport Train5% (aty) [T Lead W Motice

[Ne Clear |

Must check this box to make the attorney/party
assaciation

Answers to Complaints

Check the box that 55 ¢,.00801-SMH-MLH Quickie Chickie Inc v. Sexton
links the answer to
the Comp|aint’ then check this box to link the answer to the complaint
NEXT.
Inchy Date # Docket Text
011072005 1 COMPLATINT agamnst Gary 5 Sexton , fled by Quickie Cluckie Inc.
{Attachments: #(1) Extubat, #(2) Crvll Cower Sheet)(Eeeves, T) (Entered:
03/21/2005)

[t | Clear |
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2 step screen
> Verify Case number
> Browse to paste your document

Answers to Complaints : , .
5:05-cv-00601-SMH-MLH Quickie Chickie Inc v. Sexton ———— *#"ify case information

Zelect the pdf document (for example: CA199cv301-21 pdf).

Filename Click here to browse for

|| Browsa. . |_ wour document

Attachments to Document: ® No © Yes

[l et | Clear |

This screen allows you to allows you the opportunity to include a counterclaim, cross-claim or

third party complaint, IF your original document states such aclaim. Simply check the
appropriate box, then NEXT

Answers to Complaints
5:05-cv-00601-SMH-MLH Quickie Chickie Inc v. Sexton

check the applicable box, if stated in the
original pleading
Doee this filing include a connterclaim 7 (I yes, click on the box)

[T Does this filing include a cross-claim 7 (If ves, click on the box)

M Does this filing include a third-party complaint? (If yes, click on the box)

Ensure corporate disclosure statement has been submitted if this 15 a first appearance by a
corporate party, or this matter will be referred to the court for further action to enforce
compliance.

[ext | Clear |

Indicateif jury demand, " Y" for yesand " N" for no. IF YES, thedocument itself must also state

thereisajury demand. When complete, click NEXT.

Answers to Complaints
5:05-cv-00801-ShH-MLH Quickie Chickie Inc v. Sexton

Does this Answer mclude a jury demand YJ'N?“

Mext Clear |
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This screen allows you an opportunity to add free text to your docket entry. When complete click
NEXT.

Answers to Complaints
5:05-cv-00601-SMH-MLH Quickie Chickie Inc v, Sexton

Docket Text: Modify as Appropriate.
| ANSWER. to Complaint with Juy Demand
by Gary § Sexton. (aty, Tram59, Shreveport)

Next | Clear |

The next screen isyour final opportunity to verify the accuracy of your filing. Clicking the
next button = “Submit” to ECF. Onceyou click " NEXT" your filingis completeand itis
immediately available on the docket sheet. VERIFY YOUR INFORMATION

Answers to Complaints
5:05-cv-00601-SMH-MLH Quickie Chickie Inc v, Sexton

Docket Text: Final Text
ANSWER to Complaint with Jury Demand by Gary S Sexton.(aty, Train59,
Shreveport)

Attention!! Pressmg the NEXT button on tlis screen commits this transaction. You will have no
further opportunity to modify this transaction if you continue.

Clear |

Onceyou dick the NEXT button, DO NOT continue on to another filing or logout until you
receive the NEF (Notice of Electronic Filing)

When the NEF is complete, Print or Save it as areceipt of your electronic filing. A copy should
be mailed, with a copy of the pleading submitted, to all parties who are not e-filers.

d. OTHER ANSWERS: “ Objection to Report and Recommendations’

Other Answers

Admiralty Answer to Complaint -
Affidawit in Opposition

Affidaeit in Support

Amended Answer to Complaint
Anzwer to Claim

Answer to Wit of Garnishment
Clairn

]
LOhiactionto Report and Riecommendations [+
Mext | Clear |
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2.

MOTIONSAND RELATED FILINGS

Motions and Related Filings
Mlotions
Eesponses and Eeplies

MOTIONS: SELECT A MOTION EVENT FOR EVERY RELIEF
REQUESTED IN THE MOTION.

Morethan onerelief may be selected at a time by:

“Ctrl” - select the first item, hold down the “ctrl” key, and select the next
item. THISALSO WORKSWHEN SELECTING PARTIES.

“Shift”: Select the top item, hold down the “ Shift” key, and select the last
item, and al itemsin between will be highlighted. THISALSO WORKS
WHEN SELECTING PARTIES.

The entry may be aborted by selecting another event or by clicking on the
blue menu bar.

NOTE: Docket entriesshow selectionsin the order selected.

** Multiplemotion events should be used when the attorney is asking
for multiplereliefsin the motion. However, multiple pleadings cannot
be combined into one document - must be filed separately - for instance:
a memorandum in opposition and motion to strike CANNOT befiled in
one pleading.

Amend/Correct - is used to amend or correct aprevious filing - such asa
motion to amend a complaint - do not use “motion for leave tofile
document”.

Appeal of Magistrate Judge Decision to District Judge - is used to appeal
amagistrate judge’ s ruling, not a report and recommendation (see “ objection
to report and recommendation” found under “other answers.”)

Bill of Costs - should not be used unless there are special circumstancesin
which the judge needs to determine costs. Typically the staff attorney will
determine costs. These are to be filed by selecting “Bill of Costs’ found
under “Other Documents’. If amotion for bill of costsisfiled, it will appear
on thejudges cd endar and will not e-mail the staff attorney.

Extension of Time (Other) - All motions for extension of time that does
not have its own separate event listed below.

21



Extension of Timeto Amend - extends deadline to amend pleadings.

Extension of Timeto Complete Discovery - extends the discovery deadline
set by the Scheduling Order, etc.

Extension of Timeto File Answer - extends deadlines for answersto
complaints, responses to petitions for writ of habeas corpus, or to other
complaints or initiating documents.

Extension of Timeto File Response/Reply to Motion- isfor responses or
repliesto MOTIONS only!!!

File Excess Pages - would befor leave to fileabrief or other document in
excess of the page limits allowed for that filing - not motion for leaveto file.

L eave to File Document - would be used to substitute an original filing for
acopy, to submit afiling out of time, to file areply brief within the time
limits, to file a sur-reply brief or a supplemental filing, etc. Thisevent is not
used to amend a pleading - look under “Mation to Amend/Correct”

Miscellaneous Relief - isto be used ONLY when there is no other motion
event that applies.

Sealed Mation - The only motion that is automatically sealed at the
point of filing isasealed motion. If any part of the motion needsto be
filed under seal, usethisevent! NOTE: A sealed motion will NOT
electronically noticeto ANY parties; the certificate of service must state
it was manually served.

Seal Document - presumes the document is already filed in the case and
does not seal at thetime of filing.

Seal Case- isto seal acase and does not sed at the time of filing.
Substitute Attor ney - withdraws one or more attorneys and enrolls another.

Summary Judgment - thereis also a Partial Summary Judgment motion
event.
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3). How tofileatwo part Motion

Example Motion to Dismiss w/Attor ney Fees:

> Click on CIVIL, then select MOTIONS

Motions and Related Filings
Meotions Select

Eesponses and Beplies

> The system will put these in the order you
select them, so FIRST scroll down and Mt—-—_
highlight the appropriate motion. etlons
Disclosure
Discawen

DisrnizsdJoint or VYaluntan:

Dismiss/Lack of Jurisdiction
Dizqualify Counsel
Disgualify Judge

Enforce Judgment

MNext

> Now HOL D down the CTRL key and scroll up to
Attorney Fees. Select it while holding the CTRL
key down. Thendick NEXT

Clear |

Motions

Appeal of Magistrate Judge Decision to District Judge
Appear Pro HacVice

Appoint Counsel

Appoint Custodian

Appaint Expert

[T

Appaint Guardian/Attorney ad Litern

> Enter the case number, then NEXT ~ Motions

Case Number

{05501

RENG | Clear |

0012345, 1:90-cw-12345, 1-99-cv-12345, 900v12345, or 1:990v12345

2 Step screen: .- - ______________________________|

> Verify case o D
information

> Select fil er, then 5:05-cv-00601-SMH-MWMLH Cuickie Chickie Inc v, Sexton/\i Egosr‘:—n;w\i;;:if}, Case
click NEXT Select the filer.

Select the Party:

fext Clear |
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Browse for your original document (M otion)
Y ou will have partsto this document (Memorandum) you must select YESto "Attachmentsto
Document, then click NEXT.
| w=-ws |
Motions
5 05-cw-00601-ShH-MLH Quickie Chickie Inc v Sexton

=elect the pdf decument (For example: CA15%cwd01-21 pdf). Browse Tar your original (main) document

Filename

| Browse. ..

Attachments to Document: © Mo % Tes

[lext | Clear |

Youwill have parts to thiz Tiling, NOW wou must select
YES to Attachments to Document,

There isathree step process for each attachment you add to your main document.

1. Browse and paste thefile;

2. Describethefile. You have the option to use the drop down menu list of frequently used
attachments OR you may enter your own description. However, you must choose one or
the other. DO NOT enter adescription in both boxes.

3. Add thefileto thelist

Enter the pdf document that contains attachment (for example: Clappendo pdf).
Step 1t Browse for your semorandum

lename
| e b
@At your option, select a document category, enter a description, and select afype= 4P 2 _E ither select a standard
] 0o description fram the Category
Category Desciiption

drop down menu

| = OR
@Add the filename to the list box below. If you have more aw‘go back to Step 1. When the list of filename:

click on the Mext button.

ﬁlect one or more attacliments.

Type inyour own description

I_H et '\.;S‘rep3: Click "Add to List

Once you have completed Step 3 for all your attachments click NEXT

3) Add the filenamne to the hst box below. If you have more attachtnents, go back to Step 1. When the list of filenames
:lick on the Mext button.

r : : - =
DhAtttrainimotion to dismiss memorandurn.pdf Add to List |

Femaowve from List |
hd

lick "Mext"
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This screen pertains to the Motion to Dismiss. Thefirst box is reminding the attorney to file the
Corporate Disclosure, the second box is advising the attorney the Clerk's office will issue a Notice
setting the motion for hearing. After reading the instructions, click NEXT.

Motions
5:05-cv-00601-ShH-MLH Quickie Chickie Inc v, Sexton

Ensure corporate disclosure statement has been submitted if this is a first appearance by a

corporate party, or this matter will be referred to the court for firther action to enforce
cotpliance.

A notice shall issue by the court setting this matter before the appropriate judicial officer. Al
counsel will be notified of the setting i due course.

Clear |

This screen is asking for adescription asto WHOM or WHAT you are asking to dismiss.
Enter the appropriate information and click NEXT.

Motions
5. 05-cv-00601-5SMH-MLH Quickie Chickie Inc v. Sexton

TO DISMISS WHOMWHAT: [plaintif's claims

AN
Mt Clear | l} o
¥ou must enter o description as
indicated.

This screen pertains to the issue of Attorney Fees. After reading the instructions click NEXT.

Motions
5:05-cv-00801-SMH-IMLH Quickie Chickie Inc v. Sexton

A notice shall 1szue by the court sethng thiz matter before the approprate judicial officer. A1
counsel will be notified of the setting in due course.

Clear |

This screen allows you to modify e

text if necessary. You havetwo rouens .

d d that all £ 505-cv-00801-SMH-MLH Quickie Chickie Inc v, Sexton
_rop own menus ow Tor Drop down menus - allow limited fext only

limited text only and one text

window for free text. When Docket Text: Mollify as Appropriate. )
finished click NEXT. | | MOTION to Dismiss plaintiff's claims, | v| MO’
Attormey Fees I by Gary S Sexti Firet #(1)
Memorandum / Briefy{jit¥, Tram59, Shreveport) Sléizon o
Third
Fourth
[Hext Cl . =
- ﬂl Free text window ;I'Tt]h W
[

Senmnth
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The next screen isyour final opportunity to verify the accuracy of your filing. Clicking the next
button = *Submit” to ECF. Onceyou click "NEXT" your filingis complete and it isimmediatdy
available on the docket sheet. VERIFY YOUR INFORMATION

Motions
505-cv-00601-SMH-MLH Quickie Chickie Ing v, Sexton

Docket Text: Final Text

MOTION to Dismiss plaintiff's claims, MOTION for Attorney Fees by Gary S Sexton.
(Attachments: # (1) Memorandum [/ Brief)(aty, Train59, Shreveport)

Attention!! Pressing the INEXT button on this screen comunits this transaction. You will have no
further opportumity to modify this transaction if vou continue.

Clear |

Onceyou dick the NEXT button, DO NOT continue on to another filing or logout until you
receive the NEF (Notice of Electronic Filing)

When the NEF is complete, Print or Save it as areceipt of your electronic filing. A copy should be
mailed, with a copy of the pleading submitted, to all parties who are not e-filers.

4). How to filea pleading with attachments, exhibits over 2megabytes but under 50 pagesand
bulky exhibitsover 50 pages.

Example: Motion for Summary Judgment (main document) with the following attachments: 1)
Memorandum in Support, 2) Statement of Material Facts, 3) Exhibit (over 2 megabytes but less
than 50 pages), 4) Notice of Manual Attachment (for exhibits over 50 pages)

Select Civil , then Motions Motions and Related Filings
tlotions ———— Select
Eesponses and Eeplies

Select Summary Judgment and click NEXT

Motions

=T T-OUEE
Stay
Strike

Substitute Attarney
Substitute Fal

Summary Jud |f1 mernt
Take Deposition

Temporary Festraining Order
Tranctar Cann
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Enter case number and click NEXT .
Motions

Case Number

IDE—ED'I Q012345 100 ¢v-12345, 100 cv- 12345, 00wl 2345, or 1.90cw1 2345
Mext Clear

2 step screen: _
. Verify case information R
> Select the Filer and click . .
5.05-cv-00601-SMH-MLE Quickie Chickie Inc v. Sexton & 1 Verify case infornation
NEXT
Select the filer.

Select the Party:

Cuickie Chickie Inc [Plainti

Senton. Gany S [Detendant] |

AddiCreate New Party

2. Select the Filer

INext Clear |

Read the instructions and click NEXT

Motions
5 05-cy-00601-ShH-MLH Quickie Chickie Inc v Sexton

TPursuant to LES6. 1, a motion for summary judgment requites a separate, short and concise
statement of the material facts in this case.

The statement of material facts may be submitted as an attachment to this filing,

Clear |

Browseto attach the Motion for Summary Judgment (main document)
Select Y ES to add the attachments (parts) to the Motion, then click NEXT.

Motions
5:05-cv-00601-SMH-MLH Quickie Chickie Inc v, Sexton

Zelect the pdf document (for example: CA1990va01-21 pdf).
Filename Browse to attach the main document

I M!\v\oﬂon for Summary JTudgment

Attachments to Document: & Mo % Yes

T—_Select YES to add the attachments (parts)
Clear |

Mext
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> Thereisathree step process for each attachment you add to your main document.

1 Browse and paste thefile;

2. Describethefile. Y ou have the option to use the drop down menu list of frequently used
attachments OR you may enter your own description. However, you must choose one or
the other. DO NOT enter adescription in both boxes.

3. Add thefileto thelist

Select one or more attachments.
Enter the pdf document that contains attachment (for example: Clappendi pdf).

lename Step 1: Browse Tor your Memorandum

| o
@At your option, select a document categery, enter a description, and select a fypeTeP 2 _E ither select a standard
Categorv IE i description fraom the Category

drap down menu

| [ | OR
@Add the filename to the lst box below. If vou have more atwgo back to 3tep 1. When the kst of filename:

chck on the Mext button.

Type inyour own descripfion

I_H T \.;STep3: Click "Add ta List

4 a) Filing all attachments:
> Y ou should attach all partsin the same order asif you were presenting the package to be filed
manually:
> Attach "Memorandum in Support"
> Second step you may choose "Memorandum/Brief" under Category or describe it
13 Enter the pdf document that contains attachment (for example: Clappendsz pdf).

Filename

[0:Attytrainimotion for summary judgme| {Browse. .

21 At your option, select a document category, enter a description, and select a type.
Category Description
IMemDrandum,’Brief jl

> Then" Add" tolist.

> Now attach " Statement of
Materid Facts" ?elEect ult:- or Il;l;re ﬂttﬂc]:;ne-nts_ _ - L N
t t t f ft: t Lo . .
> Second Stq:) yOU may Choose ) Enter the pdf document that contains attachment (for example appendx pdf)

"Statement of Material Facts'

Filename

|O:‘Attylrain\motionfDrsummaryjudgmz Browse... |

under Category or describeit.
21 At wour option, select a document category, enter a description, and select a type.

Category Description

. Then " Add.. to ||St | Staterent of material facts jl
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> Now we have exhibits that arelarger than 2 megabytes but under 50 pages. In order to
upload them into the system you must scan them in two parts.

> Attach first part of the exhibits

> Describe the attachment. Becausethisis atwo part exhibit we don't want to use the generic
"Exhibit" description under Category. They should be described in a manner that will be
clear to anyone reading the docket entry.

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Clappendiz pdf).
Filename

|O:\Atlytrain\exhibits 1-5 pdf Browse... |

21 At your option, select a document category, enter a description, and select a type.

Category Description
| =] |[Exhibits 1 -5

> Then" Add" tolist.
> Y ou will repeat the above steps for the second part of the exhibits.

Select one or more attachments.
13 Enter the pdf decument that contains attachment (for example: Clappendiz pd).
Filename

|O:\Att_\,f'lrain\exhibits G- 10 pdf Browse... |

2) At vour option, select a document category, enter a description, and select a type.

Category Description

[ x| |[Exhibits - 10

> Then" Add" tolist.

> Now we have exhibits that are over the 50 pagelimit. In order to get the exhibitsin you
will haveto file/attach a "Notice of Manual Attachment” (see Example "D" attached to
Administrative Procedures) This document should be a PDF attachment to the filing with a
copy to be submitted with the paper exhibits. It should include the caption, case number,
name of filing, date filed, number of volumes of attachments, document number, and the
name of thefiler.

> Attach the "Notice of Manual Attachment”,

> For description you may choose "Notice of Manual Attachment” under Category.

> Now " Add" to list

Select one or more attachments.
Attachments that cannot be scanned 13 Enter the pdf document that contains attachment (for example: Clappendix pdf).

MUST be filed with the clerk b Filename
us,ngan “Identification of Man)l/Ja| [O3Atytraimnctice of manual atachmer | Browse. |

AttaChme_nt , 1.6, physcal evidence 2y At your option, select a document category, enter a description, and select a type.
and oversized exhibits, or acopy of ¢ esory Description
the NEF. Theseitemswill be ENDtice of manual attachment j |

maintained by the court.

All manual filings must be served upon all parties/counsel of record
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Now that all your attachment appear in "Step 3", you can compl ete this process by clicking

NEXT. . —
3y Add the filename to the list box below. If you hawe more attachments, go back to Step 1.

lick on the Mext button.

- 1 1 1 - .
Oiathtrainymotion for summany judgment - memorandum.pdf Addto List |
hd

CiiAthtrainymotion for surmmary judgment - staterment of facts. pf
OihAthytrainhexhibits 1-5.pdf

CihAthytrainhexhibits B - 10 pdf

Criathytraininotice of manual attachment pdf

MNext }———«click "NEXT"

Fiemaowve fram List |

Read the instructions on the screen, then click Next.

Motions
5:05-cw-09999-SMH-MLH Quickie Chickie Inc v, Sexton

A notice shall 1ssue by the court setting this matter before the appropriate judicial officer. All
counsel will be notified of the setting i due course.

Clear |

This screen allows you to modify text if necessary. Y ou have one drop down menu that
allows for limited text only and one text window for free text. When finished click NEXT.

Motions
5:05-cy-09999-SWH-MLH Quickie Chickie Inc v. Sexton

limited free text

unlimited free text

dify as Appropriate. /
s iZ] MOTION for Summary Judgment | ’
Sexton. (Attachments: # (1) Memorandun / Brief # (2) Statement of material facts # (3)
Exlabits 1 - 5# (4) Exlubits 6 - 10# (5) Notice of manual attachment) {aty, Tram59, Shreveport)

Docket Text:
by Gary S

[ et | Clear |

5) How to filea" Proposed Pleading"
Example: Motion for leaveto File Reply Brief with attachmentsto the Reply Brief

Click on Civil, then Motions

Motions and Related Filings
Motions <
Eesponses and Eeples
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Select L eave to File Document, then click Next.

. - - |
Motions

Judgment on Partial Findings
Judgrment on the Pleadings
Judgment under Rule 54(b)
Leave to Appeal

iLeawe ta File Document
Letters Fiogatory
Lift Stay
hMiscellaneous Relief

Mext | Clear |

) Moti
Enter case number then click Next. otlons

Case Number

|05-9999 0012345, 199 cw-12345, 1.99-cv-12345, 99cvw12345, or 1:90cw12345
2 Sq) screen [ et | Clear |
> Verify caseinformation
> Select Filer, then click Next.
Motions

5:05-cw-09999-SMH-MLH Quickie Chickie Inc v. Sexton

Select the filer.

Select the Party:

FClyickie AddiCreate New Party
Sexton, Gary S [Defendant]
3 step screen
> Read instructions  yetions
> Browseand paste 5 .05-cv-09999-SMH-MLH Quickie Chickie Inc v. Sexton
main document
(Motion for Leave
to File Rq)ly This motion should be subsmitted with the associated proposed pleading as an attachment to the
motion. The court will not act on such a motion without reviewing the document sought to be

Brief) i

> Click "yesfor
attachments, then Select the pdf document (for example: CA19%cw501-21 pdf).
click Next. Filename

I Browse. . |

Mlect Clear |
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First attach the Proposed Order. Y ou can use the description from the Category list or type your
own description; then Add to list;

Select one or more attachments.
13 Enter the pdf document that containg attachment (for example: Clappendix pdf).

Filename

|O:'\Artytrain"-,mc:tic:n for leawve tofile - pro,. Browse... |

21 At vour option, select a document category, enter a descniption, and select a type.
Category Description
EText of proposed arder j |

Second attach the Proposed Reply Brief. It is best not to pick the description from the Category
list. You should typein the description Proposed Reply Brief, then Add to list;

Select one or more attachments.
13 Enter the pdf document that contains attachment (for example: Clappends pdf).
Filename

|O:\Atl},ftrain\rep|y rmermaorandurn. pdf Browse.. |

21 At vour option, select a document category, enter a description, and select a type.

Category Description
| j |Pru:uposed Feply Brief
T A I B R = B i L LT T I o el ST UE S T A LI TR P B

Third attach the Exhibitsto the Proposed Reply Brief. Againitisbet not to pick the description
from the Category list. Y ou should type in the description Exhibitsto the Proposed Reply Brief,
then Add to list.

Select one or more attachments.
13 Enter the pdf document that contamns attachment (for example: Clappendix pdf).
Filename

|O:\Atty’lrain\exhibits.pdf Browse... |

21 At your option, select a document category, enter a description, and zelect a type.

Category Description

| j |Exhibits to Proposed Reply Brief

Oncethey are all added, click Next.

31 Add the filename to the st box below. If vou have mote attachments, go back t
click on the Mest button,

Ot Araintmotion for leasve to file - proposed order.pdf [ LI |
CrhAthtrainyreply memorandum pof oS

DAt Araintexhibits. pdf

Femaowe fram List |

[t
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3 step screen:

> Describe what you what to file;

> Read the reminder (green box)

> Enter consent information, then click Next.
Motions

5.05-cv-09999-SMH-MLH Quickie Chickie Inc v, Sexton

Local Rule reminder

; unlimited free text o describe what

TO FILE WHAT?[Reply Brief vou want fo file

Z
I

|Pursuant to LE7 4 TW this motion recquires a statement of consent or opposttion.

At prompt type either with consent, with opposition, or with consent sought but not uhtahrﬁ!w ith consent

et Clear ) )
—l —I free text to enter consent information

This screen allows you to modify text if necessary. Y ou have one drop down menu that allows for
limited text only and one text window for free text. When finished click NEXT.

Motions
5:05-cv-09999-SMH-MLH Quickie Chickie Inc v. Sexton

limited free text

Docket Te odify as Appropriate.

x| MOTION for Leave to File Reply Brief with consent
by Quickie Clackie Inc. (Attachments: # (1) Text of proposed order
# (2) Proposed ReplwBrief# (3) Exlubits to Proposed Reply Brief) (aty, Tram59, Shreveport)

et | Clear |

The next screen isyour final opportunity to verify the accuracy of your filing. Clicking the next
button = “Submit” to ECF. Onceyou click "NEXT" your filingis complete and it isimmediatdy
available on the docket sheet. VERIFY YOUR INFORMATION

Motions
5.05-cv-09999-SMH-MLH Quickie Chickie Inc v. Sexton

unlimited free text

Docket Text: Final Text

MOTION for Leave to File Reply Brief with consent by Quickie Chickie Inc.
(Attachments: # (1) Text of proposed order # (2) Proposed Reply Brief# (3)
Exhibits to Proposed Reply Brief)(aty, Train59, Shreveport)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no
further opportunity to modify this transaction if vou continue.

Clear |
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Once you dick the NEXT button, DO NOT continue on to another filing or logout until you
receive the NEF (Notice of Electronic Filing)

When the NEF is complete, Print or Save it as areceipt of your electronic filing. A copy should be
mailed, with a copy of the pleading submitted, to all parties who are not e-filers.

b. RESPONSES AND REPLIES: Theseeventsareused for responsesand repliesTO
MOTIONSONLY.

1.

Memorandum in Opposition to Motion: This event is used most often to
oppose a mation.

Memorandum in Support of Motion: This event should be used when a

filer is supporting another party’s motion. A memorandum in support of a
filer's motion should be submitted as an attachment to that party’s motion

and not filed separately.

Reply to Responseto Motion: A filer should check the notice of setting to
determine whether or not the judge deciding the motion at issue allows
replies to routinely be filed without leave of court. If that judge does not
routinely allow repliesto be filed, the filer should submit a motion for leave
tofilethereply brief. Thereply brief should be an attachment to the
“motion for leave to file document.” If the motion is granted, the clerk’s
office will file the reply into the record as of the date the order is signed.

Responseto Motion: This event should be used when afilerisonly
responding to a motion.

Statement of Material Facts: Statements of Material Facts should be
submitted as attachments to motions for summary judgment or oppositions
to motions for summary judgment.

Supplemental Memorandum in Opposition to Motion: This event should
only be used when aparty has been allowed leave of court in advance,
Otherwise, the filer should submit the supplemental memorandum as an
attachment to a*“motion for leave to file document.” If the motionis
granted, the clerk’s officewill file the supplemental memorandum into the
record as of the date the order is signed.

Supplemental Memorandum in Support of Motion: This event should
only be used when a party has been alowed leave of court in advance,
Otherwise, the filer should submit the supplemental memorandum as an
attachment to a“motion for leave to file document.” If the motionis
granted, the clerk’s officewill file the supplemental memorandum into the
record as of the date the order is signed



OTHER FILINGS

a.

DISCOVERY DOCUMENTS: Discovery isNOT routinely filed in our
court - for example: Rule 26(a)(1) or (2) Disclosuresare not filed unless
ordered to do so.

NOTICES- “Notice of Appearance’ isthe event attorneys useto add
themselvesto the docket sheet on behalf of the party/partiesthey
represent.

“Endor sement/Certificate of Counsel” isused for filing joint pleadings
and motions. When submitting jointly filed documents, the filer MAY
select all partiesbut DO NOT make the attor ney association with parties
represented by other counsel.

TRIAL DOCUMENTS - Multiple selections cannot be made. Please note
that witnesslists are sealed pleadings and must be manually noticed.

APPEAL DOCUMENTS - 5" Circuit, Social Security and Bankruptcy

IMPORTANT: Attorneysfiling apleading or other document shall be
responsible for properly submitting the filing by using the correct docket
event/category. An attorney should try to select the most appropriate “event”
for the document being submitted.

For example, for a“Notice of Appeal” tothe 5" Circuit, an attorney
must select the correct event for the appeal to be sent to the appropriate
deputy clerk for processing. The attorney MUST go to Appeal
Documents and select “ Notice of Appeal.” [f an attorney sdected the
general “Notice”, the appropriate docket clerk will not be notified and
the appeal may bedelayed. For all filings, always select the appropriate
event because the dictionary has been developed to trigger activity to
ensurefilings are processed correctly by the court.

Social Security Cases - Documentsfiled in social security cases shall be filed
and noticed electronicaly except:

. Social security transcriptsare still filed in paper dueto the size of
the transcript; anotice of manual attachment submitted with the
answer will indicae that the transcript is available in paper format;

. For privacy reasons, retrieval of individual documents will be limited
to counsel for the parties and court staff. Docket sheets will be
available to non-parties. Images will not be available to non-parties.
Non-parties will continue to have direct access to documents on file in
Clerk’s Office.
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OTHER DOCUMENTS: A FEW to highlight are:

1.

10.

11.

“Bill of Costs” isthe appropriate event to use (not motion for bill of
costs) unless special circumstances are involved for which the costs
need to be determined by the judge. Otherwise, ahill of costsis
routinely determined by the staff attorney.

“Corporate Disdosure Statement”

“Corrective Document” - for submitting ANY document (such as a
signature page, a certificate of service, statement of facts, proposed
order, memorandum, etc.) in response to aNotice of Deficiency.

" Consent to Removal”

“Jury Demand” - should only be used if the demand was not contained
in the complaint or answer. If it iscontained in the complaint or
answer, those events have a prompt to identify whether or not thereis
ajury demand.

“Proposed Order/Judgment” - should not routinely be used. If afiler
isrequesting relief from the judge, that party should file a motion with
a proposed order/judgment as an attachment to that motion. Proposed
orders/judgments do not appear on a judges motion report/calendar.

“Proposed Pretrial Order” - should be used to file al pretrial orders.
The other parties/attorneys signatures to this document can be
accomplished by those atorneys submitting an * Endorsement of
Counsel” found under “Notices’ or by the filer submitting a scanned
document with all signatures.

“Redaction Index (Sealed Pleading)” - should be filed when personal
identifiers are redacted from afiling but need to disclosed to the
parties. Thisevent is sealed and needs to be served in paper from by
the attorney to the other parties/attorneys.

“Report of Rule 26(f) Planning Meeting” - should be used to fileRule
26(f) Reports. The other parties/attorneys signatures to this document
can be accomplished by those attorneys submitting an “Endorsement
of Counsal” found under “Notices’ or by thefiler submitting a
scanned document with all signatures.

“Response (NOT Motions)” - should be used when a party is ordered
to file adocument for which there is no event; for example - abrief on
jurisdictional issues.

“Response to Order to Show Cause’
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12. “Responseto Removal Order”

13.  “Sealed Document (Sealed Entry)” - Sealed entries do not appear on
the docket sheet at all. There will be a ggp in the document numbers
on the docket sheet.

14.  “Stipulation of Dismissal” - should only be used when no order is
attached for the judges signature. If an order should be signed by the
judge then the parties should submit a joint/voluntary motion to
dismiss.

4, Fees payable by credit card:
Beginning Monday, January 9, 2006, the Western District of Louisianawill accept

credit cards viathe U. S. Department of Treasury’s Internet credit card payment
module (pay.gov) on the following filings:

Civil Criminal
Notice of Appeal Appeal of Magistrate Judge Decision to District
Court
Notice of Interlocutory Appeal Notice of Apped - Interlocutory
Notice of Cross Appeal Notice of Appeal - Final Judgment
Motion to appear pro hac vice Notice of Appeal - Conditions of Release
Motion to appear pro hac vice
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During the events listed above, one of the following two screenswill display.

Motion to appear pro hacvice (CV & CR) and Appeal of Magistrate Judge Decision to District Court
(CR case):

Wil you be subtmithng your fee manually ¥/7Y |

Answenng v or T for yes to the abowve mdicates payment will be made by cash, check, or credit
card i person, or by check wia U3 mail. According to admimstrative procedures, 10 days are
allowed for payment; otherwize, the filing may be stricken,

Answenng n or I for no directs the filer to pay. gov for credit card payment over the Internet.

=3 Clear

Notice(s) of appeal:

Do you have - or are you requesting - in forma pauperis status for this appeal T/H7? ||

Answenng ¥ or ¥ for yes to the above indicates one of the following:

1. Pagment will be made by cash, check or credit card in person, or by check wia TS mail
A dministrative procedure allows 10 days for this method of payment. Failure to pay the fee
tirmely may result in disrmizsal by the Court of Appeals.

2. & separate motion to proceed in forma paupens on appeal will be submitted.

3. CIA (Crminal Justice Act): appomnted counsel - prepayment not required.

Answernng n ot I for no directs the filer to pay. gov for credit card payment over the Internet.

et | Clear ‘

CM/ECF hastwo credit card components: online payment and reviewing history of payments.
Internet credit card payment
If the above questions are answered in the negative, credit card is selected, and the filer is automatically

directed to the internet payment program, pay.gov. Once the payment portion is successful, users return to
CM/ECF for compl etion of the filing.
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Step 1: Payment Information Screen:

Criminal Reports

Step 1: Enter Payment Information 1
Pay Via Plastic Card (PC) (ex: American Express, Diners Club, Discover, Mastercard, VISA)

Required fields are indicated with a red asterisk *

Account Holder Name: It dunfordaty *

Payment Amount: $25.00

Billing Address: |
Billing Address 2: |
City: |

State / Province: | — ﬂ

Zip / Postal Cude:l

Cuuntw:l United States j
=] * VISA @ AMEX ;:'?r msf.-“-:

Card Type:l

*
Card Humber: I (Cam numper valve showld not contain goaces ordashes)

Expiration Date:l j * FfI ﬂ *

Select the "Continue with Plastic Card Payment" button to continue to the next step in the Plastic Card Payment Process.
Continue with Plastic Card Fayment | Cancel |

. Fields marked with an asterisk (*) are required fidds. The account holder’s name, first
address line, and zip code default to values contained in CM/ECF but may be changed.
Changing the information on this screen does not change the filer’ s information with the
court.

. The payment amount is popul ated with the fee required for thefiling.

. Visa, Master Card, American Express, Diners Club, and Discover are accepted.
. Do not uses hyphens or spaces in the card number field.
. Click on the “Continue with Plastic Card Payment” button.
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Step 2: Authorize Payment Screen

Criminal Query Reports

Online Payment Return to your originating application
Step 2: Authorize Payment 2
Payment Summary  Edi this information

Address Information Account Information Payment Information

Account Holder Hame: t dunfordaty Card Type: Discover Payment Amount: §25.00
Billing Address: 300 Fannin St Card Number: ™""1111 Transaction Date 12/27,/2005 14:44
Billing Address 2: Expiration Date: 9 / 2015 and Time: EST

City: Shreveport
State / Province: L4
Zip / Postal Code: 71101
Country: USA
Email Confirmation Receipt
To have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation belaw.
Email ﬂddress:l

Confirm Email ﬂddress:l

Authorization and Disclosure
Required fields are indicated with a red asterisk *
| authorize a charge to my card account for the above amount in accordance with my card issuer agreement. [ *

Press the "Submit Payment” Button only once. Pressing the button more than once could result in multiple transactions.
Submit Fayment | Cancel |

Mote: Please avoid navigating the site using your broweser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.

. Pressing the “ Submit Payment” button more than once may result in multiple chargesto the
credit card account.
. Review dl address, account, and payment information for accuracy.

. A valid e-mail address must be entered to receve a transaction receipt for reconciliation with
credit card statements.

. The authorization box must be checked for the transaction to compl ete.

. Clicking the “ Submit Payment” button returns the filer to CM/ECF for completion of the
filing.

. If the payment portion of the transaction executes and avalid e-mail addressis entered, a

receipt will be sent to the user’s e-mail account confirming the charge to the card.
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Upon successful completion of the filing in CM/ECF, the Final text as well as the Notice of
Electronic Filing (NEF) will contain the fee amount and receipt number. A sample notice
appears below:

Motice of Electronic Filing

The following transaction was recerved from dunfordaty, t entered on 12/16/2005 at 2:18 PM C5T

Case Name: Warshall w. Shelter Mut Ins Co, et al
Case Number: 5:04-cy-1
Filer: John Dioe

WARNING: CASE CLOSED on 12/14/2004

Document Mumber: 30

Docket Text:
NOTICE OF APPEAL as to [22] Tudgment by John Dioe. Filing fee: § 255, receipt number 31303
Order Form. (dunfordaty, t)

The following document(s) are associated with this transaction:

Document description: Mam Document
Original filename:n/a

Reviewing Internet Payment History

To review charges madein CM/ECF for a user, click on “Utilities” on the blue menu. Click
on “Internet Payment History” and enter the desired date range. A sample report appears

below:
Date Paid Description Payment Method | Receipt# | Amount

2005-11-21 10:55:.08 Motice of Appeal - credit card 30848 25500
Interlocutory(1:04-cr-10018-DDD-IDE)
[appeal-cr tapp] { 25500}

2005-12-13 144857 | Notice of Appeal - Final credit card 21175 § 25500
Tudgment(1:04-cr-10001-DDD-JDE) [appeal-cr
ntcapp] ( 255.00)

41



Error screens

If processing of a payment is unsuccessful, an error screen will appear. PRINT THIS ERROR
SCREEN or write down the complete message and cdl 866-323-1101 for assistance.

Run an Internet Payment History report (see instructions above) to review completed payments if
you are not sure your payment successfully completed.

If afiling error is made after the payment process is complete, i.e. you have pressed "Submit
Payment,” abort the filing transaction and call the Help desk (1-866-323-1101) during business
hours for assistance in obtaining a refund.

B. CRIMINAL -Select Criminal to electronically file al crimina case pleadings, motions and
other court documents.

1. CHARGING INSTRUMENTSAND PLEAS - Plea Agreement

2. MOTIONSAND RELATED FILINGS: For filing motions, a case number must
first be entered beforethe drop down menu appears. If multiple defendants
exist, select the defendant to whom the motion applies - then select thefiler -
then thelist of motion eventswill appear.

3. OTHER FILINGS
Criminal has severa sealed events- THESE EVENTS DO NOT NOTICE TO
ANY ONE - even the attorney who filed the sealed document, cannot view it on the
docket sheet once it has been submitted - A COPY MUST BE MAILED TO
WHOMEVER SHOULD RECEIVE SERVICE. A NEF generatesin ECFonly asa
receipt of thefiling.

C. QUERY': PACER logins and passwords are required to Query. Queries may be run by: case
number, party name, attorney name, nature of suit, etc.

After entering the PACER login and password, ECF opens a Query data entry screen.
Query by case number .

Query by thename of a party or an attorney. Enter the last name of the party in that
appropriate field. For the name of an entity, the entire name may be searched through the
last namefiled. If more than one person/entity with that name isin the database, ECF
returnsalist of case names. When the name of the party is selected, ECF will present alist

of casesin which that party appears.

Query the database by case number, name, or nature of suit.
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Once you get a Query window, ECF displays the case number, parties to the case, presiding
Judge, date the initial claim wasfiled, and date of last filing in the case. Specific case
information may be selected from alargelist of query options by selecting the appropriae

hyperlink.

1. Alias (Displays any alias - obo, fka, aka, etc.)

2. Associated Cases (Displays any associaed cases, including consolidated case

numbers.)

3. Attorney (Displays who the attorneys are and who they represent.)

4. Case Summary (Not used by our court.

5. Deadline/Hearing (Displays dates of deadlines and hearings pending, terminated or

satisfied in the case.)

6. Docket Report (Displays all documents filed in the case, except sealed events.)
You may dick the“dlver bullet” to view the notice of electronic filing
generated for that document: (MUST CHECK THE BOX “INCLUDE
LINKSTO NOTICESOF ELECTRONIC FILING” whenever running a
docket report for the notices/” silver bullets’ to be displayed.)

7. Filers (Displays hyperlinks to all filers and to all documents filed on their behalf.)

8. History/Documents (Displays lists of all filings and the events used during

submission.)

9. Party (Displays names of parties and their counsel.)

10. Related Transactions (Displays all filings and every entry that has been linked to it.

The default settings of this query retrieves pending filings only. To view terminated
filings, “terminated” must be selected before running the query.)

NOTE: “Clear”: removes all data previoudy entered in the box(es) on that
Screen.

REPORTS: PACER logins and passwords are required to view reports.

1

Docket Sheet (Displays the full docket sheet). Thisisashort cut to the Docket
Report found in Query but the case number is required to run this report.

Civil Cases (Displays cases filed within a specific date range, division, judge, Nature
of Suit, or Cause Code for open or closed cases.)
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3. Criminal Cases (Displays cases filed within a specific date range, division or judge.
Must indicate whether searching for pending, ter minated, fugitive, or non-
fugitive defendant.)

4. Caendar Events. Displays the Court Calendar Events without a PACER login. To
view Caendar Events Report, you may enter the case number, select adivision or
calendar event. (To select more than one event, hold down the “ control” key).

5. Attorney EventsListing. Select Civil or Criminal and then run report. A listing
of all of the events appears under the appropriate category. To find an event, “Ctrl +
F’ will bring up a search box where the user can input information that they are
trying to find on the list. Oncethe appropriate event isfound, the scroll bar on the
side can be used to scroll up to discover under which category the event is found.

E. UTILITIES- View the following:

1. Y our Account:

ECF Login - TOGGLES BETWEEN ECF LOGIN AND PACER

View your transaction log - Runs an attorney transaction report for a specific period
of time.

Change Client Code - isfor PACER.

Change Y our PACER Login - TOGGLES BETWEEN ECF LOGIN AND PACER.

Review Billing History - isfor PACER.

Show PACER Account

2. Miscellaneous:

Legal Research

Mailings*** Very important!
Goto“Mailing Info” to determine who receives documents through the
court sysem or in hard copy for the certificate of service. The
Certificate of Service must state HOW the document is sent to each
party/attorney. (Do not use a previous NEF as attorney trainingisan

ongoing process and attor neys are added daily.)

Verify adocument - verifies that a document was filed with the court but the user
must have the case number and document number.

F. LOGOUT - to exit from ECF and prevent further filing with that login and password.
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**NOTE: If you have not been in system for mor e than 30 minutes, the system will
time out and you must log in again. Thiswill abort any incomplete filing.

VII. FILING ERRORS

General Information. A document that isfiled electronically by an attorney becomes part of the
officia record. Once the filing has been accepted by the system, the NEF is generated, and the
document cannot be changed by the filer. Likewise, a document cannot be altered by the Clerk’s
office.

If afiler realizesthey have made an error: A filing party should not attempt to refilethe
document but should first call the Clerk’s office Help Desk!!! The Clerk’s office will advise as
to what should be done.

VIll. ADDING/CREATING PARTIES

In very rare cases, a party may need to be added to the case. If the party hamed does not appear on
thefiler pick list, select Add/Create New Party. The filer will then be prompted to search for a
party by “Last/Business name.” A search must be performed to seeif that party existsin the ECF
database. Enter the entity name or the last name of theindividud and “ Search.” (Y ou may enter only
thefirst few letters of the party’ s last name for an individual, or the first few letters of the company
name for an entity, to broaden the search. There must be at least three consecutive lettersto run a
search.)

If amatch isfound, ECF will display alist of party names. If a match for the name of the party
appearsin the list, highlight the name and then select “ Select name from list.” Review the party
information and select the appropriate role of the party for thisfiling. “ Submit.” No address
information should be entered.

If amatch is not found, seect “ Create new party.” Enter all of the appropriate name fields. No
address information should be entered.

For an entity, enter the entire name in the “ Last Name” field. Choose the appropriate “ Role” from
the drop down menu. “Submit.” No address information should be entered.

For an individual, fill out the“Last Name,”“MiddleName,” “Firs Name” “ Generation” as
appropriate. Only choose “ Title" if thereis only alast name. (example: Deputy Smith) Choose the
appropriate “Role” from the drop down list. Click “ Submit.” No address information should be
entered.
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**COURT RULESFOR ADDING PARTIES:

TmooOw>

©

- I

K.

L.

SEARCH, SEARCH, SEARCH before adding any nameto the database;

NO punctuation!

Spell out the entire name except for Co, Inc, Corp, &

Entire name of an entity goesin the last name filed

Donot usearticlessuch as“The”, “A” or “An” to begin aname

Useinitial caps, not all caps (unlessthe nameisacronym - if so, space between initials,
i.,eeGEICO)

To search you must have at least 3 consecutive characters - to search an acronym use
the ? - example G?E will searchfor GE| C O

Do NOT usethetitlefield unless all you haveisalast name (i.e. Officer Smith)

May useisthe* asawildcard when sear ching, (ex: * Succession will find “ Smith
Succession”)

Thereisan automatic wild card after last letter - ex: Wal will find Wal-Mart,
Walmart, Wal Mart)

Select the proper role of party being added - the system automatically defaultsto
defendant.

Do NOT add addressinfor mation.

MISCELLANEOUSINFORMATION:

A.

Consolidated Cases:

All filingsin CONSOLIDATED CASESbelongin the LEAD CASE unlessordered
otherwise.

Prisoner Cases:

Even though a Petition for Writ of Habeas Corpusisnot atypical “complaint”, for
purposes of ECF, all documentswhich initiate thefiling of a new suit are considered
complaintsfor the purposes of answers.

Responseto Petition for Writ of Habeas Corpus = Answer to Complaint (text will read
“Responseto Petition for Writ of Habeas Corpus’)

Motion for Extension of Timeto File Answver should be used when requesting
additional timetofilearesponseto a petition for writ of habeas cor pus.

Make sureto makethe attorney association with thefiler for thefirst appearance.
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Notices of Appeal to 5" Cir cuit

5 Circuit will monitor cases in which appeals have been filed for fee payment. The appeal
may be dismissed by the 5" Circuit if payment is not received. The appeals clerk will send a
fee letter and a transcript order form when the notice of appeal isfiled.

A prompt appears for the attorney to calculate “ Appeal Record Deadline” when filing a
Notice of Appeal - do not enter a date - that date runs from the date of payment of fees.
Also, you do not have to enter a recei pt number; the number is entered when payment is
received.

“Apped transcript request” also prompts for a date calculation. A date should be entered in
thisfield.

Social Security Cases- Briefsareto be filed using the “ Appeal Documents’ category under
“Other Filings’. Motions, answers and summons returns for social security are filed the
same as other civil cases.

Bankruptcy Appeals - file briefsusing the “Appeal Documents’ category under “ Other
Filings” Motionsand answers arefiled the same as other civil cases.

TROUBLESHOOTING

1.

If the NEF does not appear after afiling has been submitted, make surethetransaction
has been completed. If so, try clearing the browser’s cache. 1sNetscape being used as
the browser?

If a featureof ECF isnot working properly, such asthe “back” button, try aborting

thefiling and logging out of ECF and closing the browser. Log back in and try again.
If Netscapeisnot being used asthe browser, you may want to try it; it isavailable for
free download on theinternet. The court hasissues with some of ECF’ s featur es when
using Internet Explorer asthebrowser. Using Netscape seemsto resolve theseissues.

If attachments wer einadvertently not submitted as part of thefiling, they may be
submitted as a separatefiling - for example, filea Memorandum in Support (found
under “responses and replies’, with all other “Parts’ made as attachmentsto the
filing) or if nobrief wasrequired, you may submit a proposed order/judgment (found
under “other documents’). Theattorney will receive an email or a notice of corrective
action from the court that the document was filed incorrectly.

You completed your transaction, got the NEF, and realized a problem with your filing!
Call the hep desk!

The court cannot delete your incorrect filing. It will bereferred tothecourt to be
stricken from therecord or other appropriate action.
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10.

11.

12.

13.

14.

You cannot add other membersof your firm to a case! Have them file a Notice of
Attorney appearance to appear on the docket sheet and to begin receiving notice.

If the attor ney isfiling ajoint motion and wantsto select other partiesasjoint filers of
that motion, that may be done BUT do NOT makethe attor ney association for a party
who already hascounsel. Besureto attach alist of the names of the other attorneys
who arejointly filing and ensurethey filean Endorsement of Counsdl. If the attorney
isassociated as another party’sattorney, a notice of deficiency or a notice of corrective
action will beissued.

Opposing counsal will not receive notice of your sealed filing - even if they receive e-
mail notification. Sealed documents do not notice even though it appear sthat way on
the NEF. You MUST send them ahard copy of thefiling, along with a copy of the
NEF.

To select morethan one party, hold down the“ctrl” key while selecting each party or
to select multiple namesthat aregrouped together, hold down the “ shift” key and
select thefirst and last party - those names and all the onesin between will be
highlighted. The*ctr!l” and “shift” key selection worksfor multiple part motions as
well.

If one attorney isfiling a document on behalf of another attorney in thefirm and really
does not want to beinvolved in the case in the future, the attor ney association still
needsto be madefor that party; however, that attorney does not have to check the box
to receve notice aslong as someoneis receving notice on behalf of that party. The
attorney association for the party MUST be made. If the attorney DOES want to
receive notice, they must select “notice” even if they selected “lead”. Only one attorney
can belead counsdl in civil cases. In criminal cases, all attorneys should be BOTH lead
and notice.

If counsel from a different law office wantsto appear on behalf of a party currently
represented by another attorney/law firm, the new attorney must still filea motion to
enroll as co-counsd signed by current counsel!

When running areport, if you do not achievetheresultsyou werelooking for, make
surethecase number field iscleared. Also, check the daterangefor the search. Make
sur e default settingsfor thereport arenot limiting the sear ch.

Don't forget - if help is needed, please contact theHelp Desk at (866) 323-1101 or send
an email to CMECF_HelpDesk @lawd.uscourts.gov.

Further practice and training is available - please call to schedule additional training! Please

also go to our website (www.lawd.uscourts.gov) and practice with the Court Based
Training (CBT) exercises.
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15.

16.

17.

18.

Documents Particular to Divisions. Some divisions and judges have variations on how
they want certain things handled. If a judge has special instructions, you will be notified in
their Standing Order, Trial Fixing, Scheduling Order, etc. Just becausethereisaway to
get it in therecord by electronically filing it, does not mean that you should not be
following the judgesinstructions. For instance:

. Plan of Work (Alexandria) - refer to the Court’s Standing Order.

. Rule 26 (L afayette) - See Scheduling Order and follow judges instructions to send
directly to the Magistrate Judge.

Pretrial Orders. Attorneys do not have the ability to file orders so dl pretrial orders should
be submitted as “ Proposed Pretrial Orders’ found under “Other Documents.”

Proposed Jury Instructions. Found under Trial Documents. Some judges already order
that Proposed Jury Instructions to be sent by email to them. If they do, follow the judges
instructions as before.

Social Security Cases. In order to view a document you have received via a Notice of
Electronic Filing in an e-mail, you must first login to CM/ECF before clicking on the
hyperlink in the email. Thisisto alow the sysem to recognize you as a party or counsd to
the case. Next, click on the hyperlink in your e-mail. You will then be asked to enter your
PACER login and password. After doing so, the PDF of the document should now be
available to view.
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UNITED STATESDISTRICT COURT
WESTERN DISTRICT OF LOUISIANA
ELECTRONIC FILING TRAINING FOR ATTORNEYS

QUICK INFORMATION FOR THE COURT:

To FileaDocument goto:
www.lawd.uscourts.gov

Help Desk :
Hours. 8a.m.to 12,1 p.m.-5p.m.

Phone: 1-866-323-1101
E-mail: CMECF_HelpDesk @lawd.uscourts.gov

| mportant E-mail Addresses. See Administrative Procedures

Only for complaints, civil cover sheetsand summons:
lawdml_complaints@lawd.uscourts.gov

Only proposed orders:
lawdml_proposedor der s@lawd.uscour ts.gov

For Rule26(f) Reports - Lafayette
Proposed Rule26(f) Reportsw/ proposed Order
Magistrate Judge Hill Cases hill_order s@lawd.uscourts.gov
Magistrate Judge Methvin cases methvin_order s@lawd.uscourts.gov

Consent Casesin the Western District
lawdml_consents@lawd.uscourts.gov

Emergency filings:
lawdml_emer gencyfiling@lawd.uscourts.gov

Criminal Chargeinstruments:
lawdml_criminal @lawd.uscourts.gov

PACER Information:
Phone: 1 (800) 676-6856 or (210) 301-6440
http://pacer .psc.uscourts.gov

Adobe Acraobat Reader (free download)
www .adobe.com/products/acrobat/readstep2.html

Portable Document Format (PDF):
www.pdfzone.com
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TIPS

NETSCAPE ISFREE - PLEASE USE
ALL FEATURESWORK PROPERLY WHEN USING NETSCAPE ASTHE BROWSER!

***CERTIFICATE OF SERVICE INFORMATION
* Utilities (Blue Menu Bar)
* Select Mailings
* Select Mailing Information for a Case

For ALL filingsthat are manually served, include a copy of the NEF!

MANUALLY SERVE ALL SEALED FILINGS!

ATTACHMENTSLIST: (ATTACHMENTS MUST BE NAMED!!)

Affidavit
Affidavit of understanding
Agreement to abandon property
Appendix
Attachments to scheduling order
Certificate of good standing
Certificate regarding efforts to resolve (LR 37.1)
Civil cover sheet
Elements of offense
Exhibits
Factual basisfor guilty plea
Memorandun/Brief
Miscellaneous state court pleadings
Notice of manual attachments
Proposed pleading
Statement of material facts
Text of proposed order

ATTACHMENTSEXAMPLE:

Motion for summary judgment:
File Motion as main document;
Attachments should be:

* memorandum in support
« statement of facts
« exhibits
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If ordered to file something and thereisnot an appropriate event:
Under Other Filings, Other documents,
Select Response (NOT Motions) and link to order to which filing isresgponding

*GENERAL RULESFOR ADDING PARTIES:
* SEARCH, SEARCH, SEARCH before adding any name to the database!
* NO punctuation!
« Spell out the entire name except for Co, Inc, Corp, &;
* Entire name of an entity goesin the last namefiled
* Do not use articlessuch as“The”, “A” or “An” to begin aname.
* Initial caps, no all caps (unless nameis acronym - space between initias, i.e. GE | C O);
» There must be at least 3 consecutive characters to perform a search;
* To search for an acronym use the ? - example G?E will searchfor GE| C O;
* Do NOT use thetitle field unless you only have alast name (i.e. Officer Smith);
* May useisthe* asawildcard when searching,
(ex: * Succession will find “Smith Succession”);
* Thereis an automatic wild card after last letter -
eex: Wal will find Wal-Mart, Walmart, Wal Mart);
* Select the proper role of the party being added;
*Do NOT add address information.

BE CAREFUL WHICH EVENT YOU SELECT:

“Notice of Appeal” found under “ Appeal Documents’ should be used to appeal to the 5™ Circuit
NOT “Notice(other)” found under “ Notices”

“Bill of Costs” found under “other documents’ should be used NOT “Motion for Bill of Costs’
found under “motions’, unlessthe attorney isintending for thefiling to go before the judge instead
of the staff attorney. The staff attorney routinely handlesthe Bill of Costs.

“Motion” should beused NOT “Proposed Order/Judgment” found under “other documents’ -
Proposed order sjudgments are not included on a judge’ s motion report, so please file “ motions’
with proposed orders asattachments(see”text of proposed order” under the attachmentsdrop down
menu).

“Responses and replies’ found under “motions and related filings’ should be used when filing a

responseto a motion NOT “ Response (not motions)” found under “other documents”. “ Response
(not motions)” isused to respond to other filings, such asan order.
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“Joint/Voluntary Motion to Dismiss’ should be used NOT *“ Stipulation of Dismissal” found under
“Other Documents’ unlessthereisno proposed order for the judge ssignature.

“Sealed Motion” should be used NOT “Motion to Seal Document” unlessthedocument the attorney is
wanting to seal is something that is was previously filed into therecord. “ Sealed Motion” isthe only
motion event that seals. This event should be used even when the attachment is the only part of the
motion that needsto be sealed.

“Motion to Amend/Correct” should be used NOT “Motion for Leaveto File Document” if attorney is
actually amending a filing such asacomplaint or an answer. “Motion for Leaveto File Document” is
reguesting permission to file Reply Briefs, Supplemental Filings, Affidavits, etc.

“Motion to FileExcessPages’ should beused NOT “Motion for L eaveto File Document” if theattor ney
iIsrequesting to filea brief with more pagesthan the required limit.

PACER FEES: Beginning, January 1, 2005, PACER is charging an $.08 fee per page, depending on number
of pagesthat resultsfrom any search. The chargeapplieswhether or not pagesare printed or downloaded. There
isacap of $2.40 on the eight-cent per page charge. Accessto dia-up PACER systemswill generatea $.60 per
minute charge. However, users won't incur both per minute and per page charges for a PACER session.
PACER billsonaquarterly basis. For moreinformation, please call PACER at 1(800) 676-6856 or (210) 301-
6440 or go to their website at: http://pacer.psc.uscourts.gov.

Don't Forget

Sign and date your pleadingsand certificate of service
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